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  Love   Serve    Grow


Approved by: Governing Body
Date approved: October 2026
Review date: September 2027
Related policies: Child Protection and Safeguarding Policy; Staff Code of Conduct; Whistleblowing Policy; Disciplinary Policy; Online Safety Policy; Managing Allegations Against Staff procedures

1. Purpose

Bickerstaffe CE Primary School & Nursery is committed to creating a culture in which all concerns about adults working with children are shared responsibly, recorded and dealt with appropriately.
The purpose of this policy is to:
· create an open and transparent safeguarding culture;
· ensure that all concerns about adults are reported;
· identify concerning, inappropriate or unsafe behaviour at an early stage;
· minimise the risk of abuse;
· ensure adults understand and maintain appropriate professional boundaries;
· identify patterns of behaviour which may, collectively, indicate a safeguarding concern;
· ensure concerns which may meet the harm threshold are immediately managed under the appropriate safeguarding procedures.

The term “low-level concern” does not mean that the concern is insignificant.
It means that the behaviour does not appear to meet the harm threshold set out in Part Four of Keeping Children Safe in Education.

2. Who Does This Policy Apply To?

This policy applies to all adults working in or on behalf of the school, including:
· teachers;
· teaching assistants;
· Headteacher and senior leaders;
· administrative and premises staff;
· supply and agency staff;
· trainee teachers and students;
· volunteers;
· governors;
· contractors;
· coaches;
· visiting professionals;
· peripatetic staff;
· any other adult working with or around children on behalf of the school.

3. What is a Low-Level Concern?

A low-level concern is any concern – no matter how small and even if it causes no more than a sense of unease or a “nagging doubt” – that an adult working in or on behalf of the school may have acted in a way that:
· is inconsistent with the Staff Code of Conduct, including inappropriate conduct outside work; and
· does not meet the harm threshold or is otherwise not considered sufficiently serious to warrant referral to the Local Authority Designated Officer (LADO).
The behaviour may be intentional or unintentional.
Staff are not expected to determine whether a concern is low level or whether it meets the harm threshold before reporting it.
If in doubt, report it.
The Headteacher will determine the appropriate course of action.

4. Examples of Low-Level Concerns

Examples may include, but are not limited to, an adult:
· being over-friendly with a child;
· having favourites;
· engaging with a child one-to-one in a secluded area or behind a closed door without appropriate justification;
· using humiliating, intimidating, sexualised, offensive or inappropriate language;
· making inappropriate jokes or comments around children;
· using unnecessary or inappropriate physical contact;
· behaving in a manner which could reasonably be interpreted as flirtatious;
· taking photographs of children on a personal mobile phone contrary to school policy;
· contacting a pupil through personal social media or messaging;
· sharing inappropriate personal information with a pupil;
· giving individual children inappropriate gifts or special treatment;
· transporting a child alone without appropriate authorisation;
· failing to maintain appropriate professional boundaries;
· using personal devices contrary to school policy;
· repeatedly failing to follow safeguarding procedures;
· engaging in behaviour outside school which raises concerns about professional judgement or suitability;
· behaving in a way which makes another adult or child feel uncomfortable, even where the reason is initially difficult to identify.
This list is not exhaustive.
A single incident may appear minor but could become significant when considered alongside other information.

5. The Harm Threshold

A concern must not be managed solely as a low-level concern if it may meet the harm threshold.
The harm threshold may be met where an adult working with children has:
· behaved in a way that has harmed a child, or may have harmed a child;
· possibly committed a criminal offence against or related to a child;
· behaved towards a child or children in a way that indicates they may pose a risk of harm to children; or
· behaved, or may have behaved, in a way that indicates they may not be suitable to work with children.
This may include behaviour outside school.
Where the harm threshold may be met, the procedures in Part Four of Keeping Children Safe in Education and Lancashire's LADO procedures will be followed.


6. Reporting a Concern

Concern about a member of staff or other adult
All low-level concerns should be reported to the:
Headteacher – Mrs Kirstin Carlin
Concerns should be reported as soon as reasonably possible.
A member of staff should not delay reporting because they are unsure whether the behaviour is serious enough.
The Headteacher is responsible for determining how the concern should be managed.
Concern about the Headteacher
Where the concern relates to the Headteacher, it must not be reported to the Headteacher.
It should be reported directly to the: Chair of Governors
The Chair will follow the appropriate safeguarding procedures and seek advice from the Lancashire LADO where required.
Concern about the Chair of Governors
Where a safeguarding concern relates to the Chair of Governors, advice should be sought from the Local Authority/LADO as appropriate and the matter referred in accordance with the school's governance arrangements.

7. How to Report

Concerns may initially be raised verbally where this enables an immediate safeguarding response.
However, an appropriate written record must then be made.
The record should include:
· the name and role of the adult concerned;
· details of the behaviour observed or reported;
· the date, time and location;
· the names of any children or adults involved;
· any witnesses;
· the context in which the behaviour occurred;
· the name of the person reporting the concern;
· the date the concern was reported.

The person reporting should provide facts rather than assumptions or personal judgements wherever possible.

The Headteacher will make a record of:
· action taken;
· discussions held;
· any explanation provided by the adult;
· whether the Staff Code of Conduct has been breached;
· whether further investigation is required;
· whether advice was sought from the LADO;
· whether the concern meets the harm threshold;
· the rationale for the decision reached;
· any follow-up or monitoring required.

8. Self-Reporting

Bickerstaffe CE Primary School & Nursery encourages staff to self-report situations where they believe their own behaviour may:
· have fallen below expected professional standards;
· have been misinterpreted by another person;
· appear inappropriate when viewed by someone else;
· have placed them in a situation which could give rise to concern.
Self-reporting demonstrates openness, professional awareness and a commitment to safeguarding.
For example, a member of staff might report that:
· they were unexpectedly left alone with a child in circumstances contrary to normal procedures;
· physical contact occurred which could be misinterpreted;
· a child behaved towards them in a way which made them uncomfortable;
· they inadvertently breached an aspect of the Staff Code of Conduct.
Self-reporting will not automatically result in disciplinary action.
The circumstances will be considered fairly and proportionately.

9. What Happens When a Concern is Reported?

The Headteacher will review the information and determine whether:
A. The behaviour is entirely appropriate
No further safeguarding action may be necessary. A record of the concern and decision may be retained where appropriate.
B. The behaviour constitutes a low-level concern
The concern will be recorded and proportionate action considered.
C. The behaviour raises a conduct or performance issue
The matter may need to be addressed through management advice, supervision, training, the Staff Code of Conduct or appropriate HR procedures.
D. The concern may meet the harm threshold
The school's Managing Allegations procedures will be followed and advice/referral to the Lancashire LADO will be considered immediately.
E. A child may be at immediate risk of harm
Safeguarding action takes priority. Children's Social Care and/or Police will be contacted as appropriate.
Where there is uncertainty about whether the LADO threshold is met, the Headteacher/Chair should seek advice or request consultation with Lancashire LADO.

10. Initial Fact-Finding

Where appropriate, the Headteacher may undertake proportionate initial fact-finding to establish what happened and determine the appropriate route.
This is not a formal investigation.
Initial fact-finding might include:
· establishing basic facts;
· checking staff rotas or duty arrangements;
· reviewing relevant school records;
· establishing who was present;
· considering relevant policies or procedures;
· reviewing CCTV where available and appropriate.
If information suggests that the harm threshold may be met, internal enquiries must not compromise any subsequent LADO, Children's Social Care or Police process.
Advice should therefore be sought before undertaking further investigation.

11. Responding to a Low-Level Concern

The response will depend upon the circumstances.
It may include:
· a conversation with the adult;
· clarification of expected professional boundaries;
· advice or guidance;
· additional training;
· mentoring or supervision;
· amendment to working practices;
· review of risk assessments or procedures;
· management action;
· disciplinary action where appropriate;
· monitoring for patterns or repeated concerns.


The purpose of the low-level concerns process is safeguarding.
It should not create a culture in which staff are afraid of normal, appropriate and caring interactions with children.
Responses will therefore be proportionate and fair while maintaining the welfare of children as the paramount consideration.

12. Recording Low-Level Concerns

All low-level concerns will be recorded securely and confidentially.
Records will be kept separately from children's safeguarding records.
They will be accessible only to those who require access for safeguarding, HR, legal or governance purposes.

The record will include:
· details of the concern;
· the context;
· action taken;
· decisions reached;
· the rationale for those decisions;
· any subsequent relevant concerns.
Records should be sufficiently detailed to enable patterns of behaviour to be identified.

13. Reviewing Patterns of Behaviour

The Headteacher will periodically review low-level concern records to identify whether:
· there are repeated concerns about an individual;
· seemingly separate concerns form a pattern;
· there are similarities in the children, circumstances or locations involved;
· particular times or situations create increased safeguarding risk;
· school policies or working practices need to change;
· additional training is required.
Where a pattern is identified, the school will consider whether the concern now meets the harm threshold and whether LADO advice is required.
The school will also consider whether a pattern indicates a wider cultural or systemic issue rather than solely an individual staff concern.

14. Anonymous Concerns

Staff are encouraged to identify themselves when reporting concerns wherever possible.
This allows the concern to be properly explored and enables further information to be sought if required.
However, an anonymous concern will not automatically be disregarded.

The Headteacher will consider:
· the seriousness of the information;
· whether the information is sufficiently specific;
· whether it can be independently verified;
· whether there are other concerns or information relating to the adult.
Staff may also use the school's Whistleblowing Policy where appropriate.


15. Supply Teachers, Agency Staff and Contractors

The school remains responsible for safeguarding children when adults are working on site through another organisation.
Concerns about supply teachers, agency staff, contractors or other externally employed adults must therefore be reported to the Headteacher in the same way as concerns about school employees.
Where appropriate, the school will liaise with the employer or agency.
The school will not simply cease using an individual as an alternative to properly considering and addressing a safeguarding concern.
Where the harm threshold may be met, the LADO process will be followed.

16. Volunteers, Students and Governors

The same safeguarding principles apply to volunteers, students, trainee teachers and governors.
Concerns should be reported to the Headteacher.
Where the concern relates to the Headteacher, it should be reported to the Chair of Governors.
Where appropriate, the school will liaise with the individual's employer, training provider or other relevant organisation.

17. Confidentiality

Low-level concerns will be handled sensitively and confidentially.
Information will only be shared with those who need it for legitimate safeguarding, employment, governance or legal purposes.
Absolute confidentiality cannot be promised where information needs to be shared to protect a child or enable an appropriate safeguarding response.
Staff must not discuss low-level concerns informally with colleagues who do not need to know.

18. Malicious or Unfounded Concerns

The fact that a concern is subsequently found to be unfounded does not mean that it was wrong to report it.
Staff will be supported to raise concerns in good faith.
No member of staff will be disadvantaged for raising a genuine safeguarding concern appropriately.
Where there is evidence that a concern was deliberately fabricated or malicious, the school will consider appropriate action in accordance with its policies.

19. References

Low-level concerns will be considered in accordance with the requirements of Keeping Children Safe in Education when employment references are prepared.
The school will ensure that information included in references is accurate, fair and consistent with statutory guidance.
Low-level concerns should not automatically be included in a reference simply because a record exists.
Where a concern has developed into a substantiated safeguarding allegation meeting the relevant threshold, the requirements relating to references and safeguarding records will be followed.

20. Retention of Records

Records of low-level concerns will be retained securely in accordance with Keeping Children Safe in Education, data protection requirements and the school's records retention arrangements.
Records will be reviewed where appropriate to ensure that information retained remains relevant and necessary.

21. Whistleblowing

Low-level concerns procedures do not replace the school's Whistleblowing Policy.
Where a member of staff believes that:
· safeguarding concerns are not being dealt with appropriately;
· senior leaders are failing to act;
· there is unsafe practice within school;
· they are unable to raise a concern through the normal route;
they should follow the school's Whistleblowing Policy.
Staff must be able to raise safeguarding concerns without fear of inappropriate repercussions.

22. Staff Training

All staff will receive information about low-level concerns as part of their safeguarding induction and ongoing safeguarding training.

Staff will understand:
· what constitutes a low-level concern;
· the difference between a low-level concern and an allegation that may meet the harm threshold;
· that they do not need to make this distinction before reporting;
· who concerns must be reported to;
· how concerns about the Headteacher are reported;
· the importance of self-reporting;
· the importance of professional boundaries;
· how the Staff Code of Conduct relates to low-level concerns.

Staff will be reminded that:
If it doesn't feel right – report it.
The responsibility for deciding what happens next rests with the Headteacher or, where the concern relates to the Headteacher, the Chair of Governors.

23. Responsibilities of the Governing Body

The Governing Body will ensure that:
· appropriate procedures exist for managing allegations and low-level concerns;
· these procedures are consistent with Keeping Children Safe in Education and Lancashire safeguarding arrangements;
· staff understand the procedures;
· the Staff Code of Conduct sets clear expectations for professional behaviour;
· appropriate arrangements exist for concerns involving the Headteacher;
· safeguarding practice and culture are monitored.
Governors will not routinely have access to individual confidential low-level concern records unless there is a legitimate reason for this.

24. Lancashire LADO

The Local Authority Designated Officer (LADO) provides management and oversight of allegations and safeguarding concerns involving adults who work with children.
A referral or consultation with Lancashire LADO should be considered where an adult may have:
· harmed or potentially harmed a child;
· possibly committed a criminal offence against or related to a child;
· behaved towards a child or children in a way indicating that they may pose a risk of harm; or
· behaved in a way which may indicate that they are unsuitable to work with children.

Where the school is unsure whether the threshold is met, the Headteacher or Chair of Governors should seek LADO consultation rather than attempting to resolve the uncertainty alone.
Current Lancashire LADO referral and consultation arrangements should be accessed through Lancashire County Council's official LADO service.
LADO administration email: lado.admin@lancashire.gov.uk
Referrals and requests for consultation must be made using Lancashire's online process rather than by email.
















Appendix 1 – Staff Reporting Flowchart

I have seen, heard or become aware of something about an adult's behaviour towards a child that concerns me.

↓
REPORT IT

Do not decide for yourself whether it is “serious enough”.
↓

Concern about a member of staff, volunteer, supply teacher, contractor or other adult?
Report to the Headteacher – Mrs Kirstin Carlin
Concern about the Headteacher?
Report directly to the Chair of Governors
↓

The Headteacher/Chair determines the appropriate route:
Appropriate behaviour
→ Record decision where appropriate / no further action
Low-level concern
→ Record → Respond proportionately → Review for patterns
Conduct/HR concern
→ Appropriate management/HR procedure
May meet harm threshold
→ Follow Part Four of KCSIE → LADO advice/referral
Child at immediate risk
→ Immediate safeguarding action → Children's Social Care/Police as appropriate
Remember:
SEE IT → HEAR IT → FEEL UNEASY ABOUT IT → REPORT IT
You are responsible for reporting the concern.
You are not responsible for deciding its category.





























Appendix 2 – Low-Level Concern Record

CONFIDENTIAL – STAFF SAFEGUARDING RECORD
Name of adult concerned:

Role:

Name of person reporting:

Date reported:

Date/time of incident or behaviour:

Location:

What was seen, heard or reported?
Record factual information. Where possible, use the exact words spoken.



Who was present?

Child/children involved:

Immediate action taken:


Headteacher / Chair Review
Date reviewed: ______________________
Following consideration, this concern is assessed as:
☐ Behaviour appropriate – no further action
☐ Low-level concern
☐ Staff Code of Conduct / management issue
☐ Further fact-finding required
☐ May meet harm threshold – LADO advice/referral required
☐ Other safeguarding action required
Rationale for decision:


Action taken:


LADO advice sought? Yes / No
If yes, date and outcome:

Does this relate to any previous concerns involving this adult?
Yes / No
If yes, details/actions:

Further review required? Yes / No
Review date: ______________________
Signed: ___________________________
Role: _____________________________
Date: _____________________________





Appendix 3 – Low-Level Concern or Harm Threshold

	Situation
	Response

	Staff member is over-friendly with a particular child
	Report – potentially low-level

	Staff member repeatedly gives one pupil preferential treatment
	Report – potentially low-level

	Staff member uses inappropriate language towards a child
	Report – assess circumstances

	Staff member takes a pupil photograph on their personal phone contrary to policy
	Report immediately

	Staff member accidentally finds themselves alone with a child and self-reports it
	Record/consider context

	Staff member humiliates or intimidates a child
	Report – assess seriousness and pattern

	Adult is alleged to have deliberately physically harmed a child
	May meet harm threshold – LADO route

	Adult may have committed a sexual offence involving a child
	Harm threshold – immediate safeguarding/LADO/Police consideration

	Adult's behaviour suggests they may pose a risk to children
	May meet harm threshold – LADO route

	Concern about behaviour outside work suggesting the adult may be unsuitable to work with children
	May meet harm threshold – seek LADO advice

	Unsure which category applies
	Report it – Headteacher/Chair seeks LADO consultation if necessary




































Appendix 4 – Annual Staff Reminder

LOW-LEVEL CONCERNS
A low-level concern is not the same as an unimportant concern.
It can be any behaviour that:
· does not feel quite right;
· is inconsistent with our Staff Code of Conduct;
· makes you uncomfortable;
· appears to cross a professional boundary;
· could be misinterpreted;
· may form part of a wider pattern.
You do NOT need to:
✗ investigate it yourself
✗ question colleagues
✗ decide whether the harm threshold is met
✗ wait for it to happen again
✗ prove that something is wrong
You DO need to:
✓ report it promptly
✓ provide factual information
✓ maintain confidentiality
✓ continue to prioritise the child's welfare
Concern about an adult → Headteacher
Concern about Headteacher → Chair of Governors
If in doubt: REPORT.
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